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First Steps 

• Write a master list of your work histories to 
include: 
– Name, full address and phone number of all 

employers 

– Dates worked and reason for leaving that 
employment  

– Complete description of job duties 
•         Click for an example on writing complete job 

descriptions 

– Put in detail what you did in each job – don’t assume the 
prospective employer will know what duties you had to do when 
(using the example) you were a cook or a housekeeper 



Complete job descriptions 



Transfer information to application 

• Complete all areas of the application 

• Enter complete work histories from master 

list 

• List additional information that could help 

you qualify for the job 

• List references with complete address and 

phone number 







Job Application Do’s  

• Gather all necessary information before 
picking up an application 

• Read every word of the application before 
you start completing it 

• Always have a way for the employer to 
contact you 

• Write N/A (not applicable) if it doesn’t 
apply to you 

• Complete any specials skills section 



Job Application Do’s Continued 

• State a specific job or position you’re 
applying for 

• Under pay you expect, put “negotiable” or 
“open” 

• Know your strengths 

• Include volunteer experience, licenses & 
certificates 

• Carefully word reasons for leaving 
previous jobs 

 



Job Application Do’s Continued 

• Write “Now” or “Immediately” if you can 

start right away or “Two weeks notice” 

• Sign and date application 

• Keep a copy for yourself 

• Check your spelling and grammar 

• Write neatly or complete the application 

online if available 



Job Application Don’ts 

• Complete an application without 
addresses or phone numbers – yours and 
former employers’ 

• Just walk in unprepared 

• Leave a telephone number that doesn’t 
have an answering machine 

• Cross out anything if you make a mistake 
– use white out or start over with a new 
application 



Job Application Don’ts Continued 

• Ignore a section if it is unclear – ask 

instead 

• Leave any section blank 

• Use cursive script to complete the forms 

• Put “anything” or “any job” or “any 

opening” for position you are applying for 

• Under pay you expect, don’t put in a dollar 

amount unless absolutely necessary 



Job Application Don’ts Continued 

• Write anything negative on an application 

• State you quit other jobs.  Use “resigned” 

instead 

• Lie or omit facts if the application requires 

them.  Be brief and ask to discuss “may 

we discuss” 



Other helpful tips 

• Always include area code 

• Use Post Office codes (MT, OR, WA, VT) 

• Dress as if you are ready to start the job 

• Be neat 

• Type or use online application if possible 

• Spell out things that may have more than 

one meaning (such as Bld – Building? 

Boulevard?  Blond, blind, bland?) 



Other helpful tips continued 

• Spell out acronyms (JS = Job Service; 

OPA = Office of Public Assistance, etc.) 



If you have any questions about 

completing applications, please 

let Job Service staff members 

know.  We will assist you in any 

way possible. 

 

 

 


